OPNAVI NST 4000. 84B

PROCEDURAL GUI DE FOR NAVY SUPPORT AGREEMENTS

A. | NTRODUCTI ON

1. Purpose. This guide has been devel oped to assist Navy
personnel in preparing, review ng, and nmaintaining inter and
i ntraservice agreenents for base-level support services with
ot her Navy, DoD, or governnent activities.

2. bjective. It is DoD and Navy policy to elimnate
unnecessary resource duplication and to seek increased econom es
and effectiveness by cooperating with other DoD conponents and
federal agenci es needing support. Support agreenents should be
devel oped whenever one activity can provide recurring
rei mbur sabl e support to another w thout jeopardizing either
organi zation's assigned m ssion.

3. Concept. Support agreenents formally docunent
arrangenents for supplying and receiving rei nbursabl e support.
They are optional for non-rei nbursabl e support which nay be
docunent ed under a nenorandum of agreenent (MOA). The Support
Agreenents Manager (SAM for the supplying activity, serving as
the focal point for the receiving activity, nmerges provisions
concerning the affected functional areas into a single docunent
or support agreenent outlining the terns of the agreenment. The
support agreenent functions as a contractual docunent between the
supplying and receiving activities, stating the accord reached
bet ween the supplying and receiving activities and docunenting
each party's responsibilities. Each support agreenent specifies
the kinds and | evels of support to be provided by the supplying
activity, reinbursenent arrangenments as applicable, and any ot her
matters affecting execution of the agreenment. Support agreenents
shoul d be prepared and executed at the | owest feasible
organi zational level, normally at the installation |evel.

B. APPLICABILITY. Enclosure (1) provides the basic guidance for
t he DoD support agreenents program This encl osure provides
anplifying policies and procedures that inplenent enclosure (1)
for Navy activities. Intraservice support between Navy
activities should al so be provided and docunent ed under the
procedures outlined in enclosure (1) and this encl osure.

C. REI MBURSEMENT PCLI CY. This guidance is designed to provide a
flexible framework for inplenenting interservice support
agreenents. Variances with enclosure (1) and ot her Services
interpretations will be resolved on an individual case basis.

The foll ow ng paragraphs clarify certain sections of the DoD
instruction as it applies to DON hosts and tenants. Navy
activities should conmply with this policy when negotiating
support agreenents. This guidance will be incorporated into the
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DON Fi nanci al Managenent Policy Manual at the next change. There
have been fundanental changes to interservice support policy at
the DoD | evel over the past several years. These changes have
created sone inconsistencies in the way host/tenant support
policies have been inplenmented, both within DON and between
mlitary departnents. Consequently, inplenentation of the
current instruction may result in changes in the basis of support
and require realignment of resources. Any changes in funding
responsibilities should be carried out in accordance with

par agr aph 075003 of the DON Financial Managenent Policy Mnual .

1. Defense Business Operations Fund (DBOF) Host Activities.
Navy host activities which operate under the DBOF nust
differentiate between costs which support their DBOF m ssion and
costs which support their mssion as a host activity. Al costs
whi ch support the DBOF m ssion, including base operations support
of the DBOF activity, are funded through the DBOF and recouped in
rates. Nonrei nbursabl e support provided to tenants is not part
of the DBOF m ssion and should not be funded in DBCF rates.
Qperati on and Mai ntenance funds provided by the mgjor clai mant
shoul d be charged for all nonrei nbursabl e tenant support costs
incurred by a host activity.

2. DBOF Tenant Activities. DBOF activities which are
tenants on Navy installations will reinburse the host activity
for all identifiable increnental support provided by the host on
t he sane basis as non-DBOF tenants. Host activities should not
attenpt to prorate or allocate indirect costs to any tenant
activity.

3. DBCOF Supporting Activities. Activities which are tenants
on an installation and provide services to other activities on
the installation (including the host activity) are called
supporting activities. Services provided by the supporting
activity should be within the mssion of the activity (e.g.
Public Wrks Centers which provide facilities naintenance and
repair). Supporting activities which operate under the DBOF w | |
charge the applicable DBOF rate for services provided to other
activities.

4. Common- Servi ce/ Cross- Servi ce Support. Wthin DON,
certain functions have been determ ned to be conmon support
functions. These functions are identified in paragraph 075123 of
t he DON Fi nanci al Managenent Policy Manual. Common support
functions, when provided by the host activity, are provided to
tenants on a non-rei nbursable basis. Qher functions are
desi gnated as adm nistrative base support functions. These
functions are usually provided to all tenants on a non-
rei nbursable basis. |In sonme cases, however, a tenant may have an
unusual requirement which causes the host to incur an additional,
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out - of - pocket cost specifically for the adm nistrative base
support provided to that tenant. |If the additional cost is
significant and can be segregated by the host on a neani ngf ul
basis w thout proration, the additional cost may be charged to
the tenant activity. Al support functions not identified
specifically in the appropriate paragraphs of the Financi al
Managenment Policy Manual are subject to reimbursenent by the
tenant activities on the basis set forth in enclosure (1).

5. Navy Specific GQuidance. |In certain instances, Navy’'s
desi gnation of functions as cross-service or conmon-service
support may differ fromthe interpretation in the DoD
Instruction. Navy host activities should foll ow the DON gui dance
in determ ning which services should be reinbursed by tenants.
Navy activities that are tenants on non-Navy installations should
use the DON gui dance as a starting point for negotiations with
host activities. Final determ nations of what support will be
rei nbursable and at what levels will rely heavily on negotiations
keyed to the particular circunstances at the |ocal |evel, using
the guidelines in paragraph 4. The goal, as always, is to ensure
t he provision of needed services on a fair and equitable basis.
Some specific categories fromenclosure (1) which are designated
differently by the DON are |isted bel ow

a. Facilities Miintenance and Repair. Host activities
are responsi ble for costs incurred for the preservation of
facilities in the real property inventory of the host as
descri bed in paragraph 075121 of the Fi nancial Managenent Policy
Manual . Routine cyclical preventive nmaintenance of real property
remai ns the responsibility of the host and is not customarily
rei mbursabl e by tenant activities as indicated in enclosure (1).

b. Civilian Personnel Services. Human Resource Ofices
in the DON are m ssion funded by the applicable major clainmant to
provi de civilian personnel services. These services are not
customarily reinbursable by tenant activities as indicated in
enclosure (1) unless the tenant is a DBOF activity. DBCF tenants
shoul d rei nburse the host activity for the increnental cost of
civilian personnel services.

c. Education Services. Education services provided by
Fam |y Service Centers, Navy Canpus offices or simlar
organi zations are m ssion funded. These services are not
customarily reinbursable by tenant activities as indicated in
encl osure (1).

d. Mlitary Personnel. Personnel Support Activities and
Det achments which provide mlitary personnel support are m ssion
funded activities. These services are not custonmarily
rei nbursable by tenant activities as indicated in enclosure (1).
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Except for the categories specifically identified above, the
determ nati on of whether or not a base support service is
rei mbursable will be nmade according to the criteria in enclosure

(1).
D. ACTIVITY LEVEL RESPONSIBI LI TI ES

1. Approving Authority. The approving authority is the
i ndi vi dual authorized to conmt resources for the supplier or
receiver on Block 8c of the DD 1144.

2. Support Agreenents Manager (SAM. The SAMis the
i ndi vi dual designated by the conmandi ng officer of a supplying or
receiving activity to admnister the activity's support
agreenents' program The supplying activity's SAM coor di nat es
devel opnent of support agreenents; conpiles approved provisions
into a final agreenent and submits it with source docunentation
to the Conptroller for validation of financial data and to the
approval authority for signature; and maintains a central file
of the activity's support agreenents.

The receiving activity's SAM perforns essentially the sanme
functions, coordinating issues fromthe perspective of the
receiver.

3. Conptroller. The supplying activity's conptroller plays
an integral part in a successful support agreenents program
particularly under the Defense Business Operating Fund (DBOF).
The conptroller: ensures appropriate billing activities are
acconpl i shed; reviews support agreenents to validate financi al
i nformation; and determ nes funding responsibilities identified
i n support agreenents.

The receiving activity's conptroller perforns essentially the
sane functions fromthe perspective of the receiver.

E. NEGOTI ATI NG SUPPORT AGREEMENTS

1. Process. The negotiating process is initiated for al
new support agreenments and for their revisions, reviews, and
term nati ons and begi ns when the supplier's SAMreceives a
request fromthe receiver's SAM (This request may consist of a
draft support agreenent, letter of requirenments, or both. In al
cases, the receiver nust specify support requirenments by support
category in sufficient detail to enable the supplier to evaluate
capability and cost.).

a. The negotiation process typically includes the
foll ow ng actions:

4
Encl osure (2)



OPNAVI NST 4000. 84B

(1) The supplier's SAMreviews the request,
determ nes appropriate actions required, submts the request to
the affected functional managers, and devel ops a m | estone plan
for the negotiation process.

(2) The functional managers review the request to:
determne their capability to provide the requested support; the
i mpact on their mssions; and identify costs and resources to
provi de the support. (This effort requires coordination wth the
conptroller's office.)

(3) The supplier's SAM working with the functional
managers, devel ops a draft support agreenent that includes:
specific provisions relating to the support, and total staffing
requi renents and fundi ng obligations associated wth the
request ed support.

(4) The supplier's SAM submts the draft agreenent to
the receiving activity for review and coordi nati on.

(5) The receiving activity reviews the agreenent,
identifies any changes required, and determnes if the support
agreenent will provide the nost econom cal nethod of acquiring
t he support.

(6) The supplier's SAMinitiates renegotiations for
any functional areas or specific provisions not acceptable to the
receiver. (Any differences that cannot be resolved at the | ocal
| evel are el evated through the appropriate chains of comrand.

D fferences that cannot be resolved at the major claimnt |evel
wll be elevated to the appropriate Navy functional manager e.g.
CNO (MN1) for transportation issues; CNO (N65) for information
managenment issues; etc., with information copies to CNO (N47).)

(7) The supplier's SAM prepares the final support
agreenent with all attachnents and submits it to the conptroller
for final review of financial data; the receiving activity for
final review and signature; and finally, the supplier's approval
authority for signature.

(8) The supplier's SAM then distributes copies of the
support agreenent.

2. Specific Provisions. Mst support agreenents require
specific provisions to clarify the procedures associated with
provi ding the requested support. The nature and extent of these
specific provisions will vary with the individual circunstances
deriving fromthe kinds of support provided. This guide
pur posely provides only general guidance and direction to provide

5
Encl osure (2)



OPNAVI NST 4000. 84B

activity-level personnel with the flexibility to tailor their
support agreenent to reflect |ocal considerations.

a. Specific provisions may be identified when support
requi renents cannot readily be addressed by reference to existing
directives or standard operating procedures. |In such cases, the
functional nmanager should, as part of the negotiation process,
ensure the stipulated provisions accurately describe the support
provi ded.

b. Specific provisions nmust clearly define the terns and
condi tions of the support agreenent, including, as appropriate,
special instructions or requirenments, standards of performance
with criteria for neasuring performance, and a cost breakout.

The format shoul d provide the basis used to estimte the actual
annual costs of the support provided (Blocks 7b and 7c).
Dependi ng on the services requested, specific provisions for each
category of support for each agreenment may be different.

St andard statenents nmay not always be acceptable to both parties.
The follow ng checklist is provided to assist the supplying
activity's functional managers and SAMs in devel oping specific
provi si ons:

(1) Review the receiver's request to extract workl oad
requi renents including any special requirenents.

(2) Review functional regulations and directives to
identify services that can or cannot be provided.

(3) Review the supplier's and receiver's m ssion
statenents and pl anni ng docunents to determne availability of
support, especially if the support is to continue during wartine.

(4) Prepare a list of functions the supplier's
organi zati on can support based on current capabilities. Ensure
this list identifies applicable references and programred
capabilities.

(5) Conpare current and programred capabilities
agai nst requested services.

(6) Prepare a draft of available services and
determ ne the inpact of providing these services on m ssion
acconpl i shnent .

(7) ldentify for each avail able service what can be
provi ded and what procedures the receiver nust follow to acquire
t he service.

(8) Identify applicable regulations, directives,
standard operating procedures, and so on as appropriate for the
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services to be provided. (Mst functional directives provide
standards of performance and performance neasures. |In such
cases, the applicable docunents should be referenced rather than
reiterating this information in the specific provisions.)

(9) Coordinate the proposed specific provisions with
the receiver's SAM and functional representatives.

(10) Review any changes proposed by the receiver.

(11) Prepare the final package, ensuring that it:
identifies all the specific services to be provided; specifies
procedures to request these services; identifies any speci al
instructions or requirenents; incorporates standards of
performance or references functional directives as appropriate;
and is consistent with other existing support agreenents.
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COMPLETI NG THE DD FORM 1144
Block 1: The agreenent nunber is assigned by the supplying
activity's SAM  Any suitable nunbering systemthat assigns a
di screte nunber to each separate support agreenent may be used.

Bl ocks 2 & 3: Sel f-explanatory.

Block 4: Normally, the expiration date will be "Indefinite." A
specific date nay be used if desired by either of the parties.

Bl ock 5a & 6a: Sel f-explanatory.

Bl ock 5b & 6b: Insert the nanme of nmjor claimnt.

Block 7a: Enter the title of the support category as listed in
encl osure (6) of enclosure (1). Gven the general nature of many
of the definitions of support categories in DoD 4000.19, SAMs
wll also need to enter the title of the specific el enent of
support being provided.

Bl ock 7b: Enter the basis for reinbursenent established in
concert with the conptroller and the functional nanager.

Bl ock 7c: Enter estimated annual costs.

Bl ock 8: Unless otherwi se restricted by the chai n-of - command,
signatures should be nade at the | owest organizational |evel
Wi thin the supplying or receiving command aut horized to nake
bi ndi ng comm tnents affecting the provision of support,
resources, and funding on behalf of that conmand.

Block 9 & 10: See instructions for Block 8.

Bl ock 1la-f: Self-explanatory. Additional general provisions
may be added as required.

Bl ock 12: This portion of the support agreenent defines the
specific terns and conditions of the agreenent including, nore
preci se definitions of the categories of support being provided,
br eakdowns of costs, special or unique considerations for certain
categories of support, and standards of performance and criteria
for measuring perfornmance.
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